Bl Reporting Job Aid
Posmon EI|g|b|I|ty Settlngs

INCID - I
|Password - [ ]

For human resources, payroll or BEACON system assistance, call 919-707-0707 in the Raleigh area,
or 1-866-NCBEST4U (866-622-3784) statewide, from 8 a.m. to 5 p.m., Monday through Friday.

For NCID assistance, contact your agency's NCID administrator,
or to reset your NCID password visit, https://ncid.nc.gov.

Customer Service | System Status | Privacy and Security | Legal

1. Access the BEACON Portal.

2. Click on the Reports Tab.

Home @ SAP GUI BLE:LLE
Organization Mgmt

3. Click on Organization Mgmt.
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Reports
Drganlzatlun Mgmt

. 1 _
I Detailed Navigation

» 0 Position
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4. Click on Position folder (click on the black arrow to expand folder).

x

%Iome Reports
Drganlzatlun Mgmt

|1|r
I Detailed Navigation

~ 3 Position
- BOOT7T: Position Attributes
- BO083: Position Eligibility Settings
- B0145: Exempt Positions by Type

5. Click on B0083 Position Eligibility Settings report.
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Position Eligibility Settings

Variable Entry

Available Variants: i | Save || Save As.. || Delete|
Variable Current Selection
OrgUnit Hierarchy (Mandatory) (*) | ||
Calendar Month/'ear (Single Value, Mandatory) (*) | |
Job Famity(s) (Optional) [ [l
Job Branch(s) (Optisnal) | ]
Job(z) (Optional) | [l
Position(s) (Optional) [ [l
Employee(s) Persho. (Optional) [ [l

Description

Jone

o Trusted sites F100% T

June 17, 2008
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Bl Reporting Job Aid

Position Eligibility Settings
6. Enter an Org Unit Hierarchy and a Calendar Month/Year by clicking on the icon.
NOTE: As an option, you may select one or more Job Families, Job Branches, Jobs,
Positions or Employees to narrow the selection criteria. You can also filter the report
after it is displayed. This will be displayed later in the document.

NOTE: The report will only return the data for which you have security to view.

- [Bx]
L& EE’.’? https:{{qas-mybeacon.its.state.nc.usfirjfservlet/prt/portal{prteventname/Na: ¥ fg—l ‘! X l ’ b '
I Fle Edit View Favorites Tools Help Links |5 OSC Links & | CorporateTime for the Web 3.1 Signin & | Customize Links > @

W o ‘wosc;aencom Employee Portal ’—| o v = v [bPage v T Tools v @)
Variable Entry

Available Variants: | |~ [save|[ save As..|[ Delete |

Variable Current Selection Description

OrgUnit Hierarchy (Mandatory) (*) [+20006406(00RGUNT) [7l] | COR SO DS2 PRIDIR AS 20006406

[ Calendar Month/Year (Single Value, Mandatory) (%} 1 1765/2003 11

| Job Family(s) (Optional) i & |

| Job Branch(s) (Optional) . [ & |

| Job(s) (Optional) [ &

| posttion(s) (Optional) | &

: Employee(s) PersNo. (Optional) ' |_ Il '

G

7. Click the OK button and wait for report to be displayed.
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Bl Reporting Job Aid
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The B0083 report will display all positions within the selected Org Unit(s) which match the
selection criteria.

NOTE: The next four screens include samples of the data provided if you scroll to the right.

June 17, 2008 Page 1 of 16



Bl Reporting Job Aid
Position Eligibility Settings

June 17, 2008 Page 1 of 16



On Call On Call

Elig
# &

On Call
Comp Accr Rate

Elig

oo # #

oo # #

000 X X

000 X #

.00 # X

.00 # #

.00 # #

.00 X #

.00 # X

oo # #

Accr

#

Call Back Call Back Extended Extended
Duty Eligib Duty Rate

Bl Reporting Job Aid
Position Eligibility Settings

Calendar
Year/Month

0.86 X

0.00 X

0.94 X

0.00 X

0.00 X

0.00 X

0.00 x

0.75 x

0.00

Moving a column on the report using drag and drop functionality

Gap Hours
Eligibility

Gap Hrs

365

30

365

365

365

365

30

365

365

365

AUG 2009

Mumber of
Payout Pd  Paositions

1.00

1.00

1.00

1.00

1.00

1.00

1.00

1.00

B0033: Position Eligibility Settings

Display As | Tatle

| =] [ Information |[ Print Version |[ Export to Excel

~ Comns
= Calendar Year/Month
= Key Figures

~ Rows
- Business area
= Org Unit
= Supervising Employee
= Postion
= PMIS 15-Digi Positi
- Employee.
= Employee Hame
- Supervising Position
= Employee Subgroup
= Work Schedule Rule
= Working Week
= EE Time Mngt. Status
= Personned Subarea
= OTEig
= OT Immed Payout
= OT Payout P
= Hol Elig
= Hol Immed Payout
= Hol Payout Pd
- Hol Prem Elig
= Holday Prem Rate:
= NS Prem Elig
= NS Prem Rate
= E Shift Prem Elig
= E Shift Prem Rate

Correction

Overal Result

Business area & | Org Unit s

20006406

20006412

20006413

20006420

20008421

20007656

COR 50 DS2 PRIDR AS

COR 50 DS2 PRIDR AS BO Training Instr

COR 50 D32 FRIDIR AS BO AS

COR 50 DS2 PRIDIR AS BO AS Acctg Tech

COR S0 DS2 PRIDIR AS BO

COR S0 DS2 PRIDIR AS Tech Supp Analyst

Supervising Employes &

899608
1276015,

620233
1475872

620233
700407

700407

854207
620233

1276015
847830

1276015

James B Bennett

N Wayne True

Brenda F Smith

Donna Mae Gaa

Brenda F Smith
Sylvia E Cresch

Sylia E Creech

Barbara Michelle Yarbrough
Brenda F Smith

N Wayne True

Scott Etton Pierce

N Wayne True

Posttion &

60056868
60056890
60056905
60064407
60056588
60056577
60056578
60056897
60056901
80073261
60056589
60056574
60064438
60056919
60064962
80056823
60065622
60072529
60055925
60056898
60055899
60064586

PMIS 15-Digil Positi+
Budgat Analyst Il 454000000010005
Technology Support Analyst 454000000010039
Technology Support Analyst 454000000010083
Correctional Planner I 454011000011004
Correction Training Instructor | 454000000010037
Information Processing Technician | 454000000010023
Gorrection Training Speciaistl | 454000000010024
Correction Training Speciaistll | 454000000010047
Correction Training Specialistl | 454000000010053
Correction Training Speciaist | 454040503053038
Accounting Specialist I 454000000010038
Accounting Clerk V/ 454000000010020
Accounting Technician I 454013000013008
Accounting Technician I 4540000001003
Accounting Clerk IV 454020200022003
Officer | 1010
Office Assistant V. 454030100030075
Personnel Assistant 454040403550242
Business Officer Il 454000000010118
Technology Support Analyst 454000000010048
Technology Support Analyst 454000000010049
Technology Support Analyst 454015000015031

Employee 7

1276015
418941
841588
1441858
1475672
1245791
1072248
1212587
439244
1266415
700407
587015
1276170
854207
1677382
788130
1002079
480560
620233
475275
1314535
847830

Employes Name &

TRUE, N 60056867
MOULD, WILLIAM 60056868
CUMMINGS, JUDY 60056858
PRICE, CHARLOTTE 60056858
GAA, DONNA 60056925
ADCOCK, LYNNE 60056335
DENTON, MARTHA 60056838
BRYAN, LARRY 60056838
GARLAND, SHAWN 60056838
WILLIAMSON, KELLY 60056838
CREECH, SYLVIA 60056925
HOCUTT, MARLENE 60056339
HORRELL, BENJAMN 60056339
*YARBROUGH, BARBARA | 60056889
HUNTER, BETHANY 60056919
ROBERTS, LUANN 60056825
JOHNSON, ANN 60056925
HEAD, MARY 60056925
SHITH, BRENDA 60056358
HIRT, TROY 60064536
MURPHY, MICHAEL 60064536
PERCE, SCOTT 60056858

Supervising Posttion &

0100000010002
000000010005
000000010005
000000010005
000000010118
000000010037
000000010037
000000010037
00000010037
000000010037
000000010118
0100000010038
000000010038
000000010038
000000010093
000000010118
000000010118
000000010118
000000010005
015000015031
015000015031
000000010005

1. Click on the column heading and drag it to the position on the report to where you want it

June 17, 2008

Employer

FTNFLE
FTS-FLE
FTS-FLE
FTNFLE
FTNFLE
FTSFLE
FTNFLE
FTNFLE
FTNFLE
FTNFLE
FTNFLE
FTSFLE
FTSFLE
FTS-FLE
FTS-FLE
FTNFLE
FTSFLE
FTSFLE
FTNFLE
FTS-FLE
FTS-FLE
FTNFLE
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(watch for the dark black line), then let go of the mouse button. In this example we will

drag the Supervising Employee field to the right of the Supervising Position field.

BOOL3: Position Flgsbality Settings
Buaplay An Taze [x) [ nformatcs | 3ves Verson [ Exzor 1 Excel
v Coumns
« Calensar Yewnsny  Dusnessarea | Orpunt Supeevang Poston S Suptrvee; Lrckyes Crgiyes S  Empoyss Name S Poaten s PMS 15058 Peab S | Enpioyes Sudgrous S | Werk Schecud
,b'::,w Carrecton 20008508  COR SO DS PRIDRAS 60056367 000000010002 895605  James B Besnes 1276015 TRUE. N 0056268 By . FTNFLSAOT Peem. DONIO_N
* Husmess srea GO0SE268 000000010008 1276015 | N Wayne Trve 418041 NOULD, WiLLim £0056890  Techmology Supoon Anaiyst 4540000000100%9 FTEFLEADT Porm DRN10_F
* Orgunt 41568 CUMMNGS, JUDY 0056605 Technology Support Analyst A54000000010063 FT SFLSAOT Perm Do
* Suptrvieng Poston 1441850 PRICL. CMARLOTTL €0064437 1 A FT NFLSADT Perm. DoosGN
* Superviseg Evployes 20006412 COR S0 052 PRIDR AS BO Tranng ey GOCLO008  COC00001SCY7 1475872 Dosoa Mae Gaa e GARLAND. SMAY $0056001  Comecton Tranng Specalet | A54000000015083 FTMFLSADT Paem. DosHoBGN
« Encoyee \orzaes | oeNTON wARTNA 40086878 | Comecton Traneg Specamil | 4S400300001002¢  #TNFLSADT Paem | DSNIO_F
CCRRONYN . 1345781 ADCOCK, LYNNE BO0SESTT | nformaton Processing Tecknician  45400000001023 FT S-FLSAOT Perm DOINOBON
) :WM 1288415 WLLIANSON, KELLY €0072261  Correctos Traning Specalst | 454060502052028 FTNFLSADT Perm. DINIOF
1402587 BAYAN, LARRY 0056857 | Correcton Traning Specalet | 484000000010047 FTNFLEAQT Perm DONI0_F
Work = Ao 60050525 | 000000010118 620233  Orencs F Smen 1475072 GAa, DONNA £00%6088 | Comecton Traning Rawructor | 454000000010037 | FT NLLSAOT Perm DhaK1o M
* Voring Weet 20005413 COR SO 052 PRIOR AS BO A5 GO0SESES | 000000010038 700407  Sya £ Creech 567015 MOCUTY, MARLENE 0046874 | Accounting Cent V 454000000012020 FT SFLSADT Perm. DN _F
« B Tire gt Stats 126170 MORACLL DOMAMN 600G | Accosntnp Tachecn | AS4012000012008  FTSFLGACT Parm | DSINIOM
* Persennel Scberra G004452S 000000010118 620230  Drenda F Smen 700407 CRLEOH, SYLVA O0LGDIT  Accowntng Saecalstt 440030050 10008 FT N-FLSADT Perm Doant0_F
»OTEg 20008420 COR $O DS2 S OR A BO AS Acciy Tech | #00S6S39 | 000000010038 700407  Sywe € Creece: #8407 VARSROUGH, BARBASA $00S6918  Accountng Tachacsn 454000000016083 BT SFLSADT Perm | DOINOSGN.
* OF mmed Payeut BOCSERIN 200000010067  BS4207  Rarbara Michele Varbrough 187732 WUNTER, BETHANY BOOMIMD | Accosnting Ok NV 454020200027003 FT SFLSAOT Prob DOINORON
* OTPayst A 20005421 COR 50 D52 PRIDR AS BO BOCSE3ES 00000001005 1278015 | N Wayne Tree 820233 SMITH, BRENDA 0058925  Business Officer I 454000000010118 FY NFLSADT Por DAIN1O_F
Gl 60056525 DO000001O11S 620213  Brends F Seun 480560 MEAD MARY 0072629  Pers N FT SFLSAQT Peem DA2NIO_M
::’:"‘ TENN | ROSERTS,LUANN 0056923 1 FTNFLSADTFerm | DINIDF
ot rom €l 1002079 JOMNSON, 2NN 40085822 OMce Asemtant V 4540201000078 FT SFLEAQT Perm DOINOSON
« Hokday Prem Rate 20007858 COR 50 052 PRIDR AS Tech Supp Analyst 60058868 000000010005 1276015 | W Wayne True 84708 PERCE SCOTT 20054588 Technoogy Support Analyst 454015000014031 FTNLLSAOT Perm. DOINDSGN
« NS Prom Elg BONG4SEE  01E000015031 B47END  SeomEmen Pesce arsars MR, TROY 0056858 Technobpy Suppon Asalyst 454000000010048 FT SFLSAOT Perm DOINDAGN
+ NS Frem Rate. 1IN MUSEY, MICHALL $00%60%0 | Tachacogy Support Aralyst 4E4000000010049 FT S-FLSACT Pavm | DSGNIO_F
* LShR Prem g Overal Resut
* E SNA Prem Rato
uuuuuu

Notice that now the Supervisor Position, Supervising Employee, Employee and Employee Name
have all been moved to the left. Now this report is sorted by Supervisors and their direct reports,
within Org Unit.

The report now serves as a Supervisor/Reporting Relationships report.
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Filtering the report to see only positions eligible for Evening Shift

Loer Samedy

Calendar YearMlootn | MAY 2008
WolligS  Molmmed Payout S MolFmyout P33 HolFremligS | Moldey PromRate $ 14 st $ W $ wnd $ OnCalfigs OnColCompAccrS OnColRate  CotBocklig®  ColDack Accr$ mv
X 0 £ x 050 . 000 . 000 . 000 . . 000 X . 100
x s % X 050 : 000 . 000 . 0.00 0 : 000 x * 100
x * % X 0% * a0 . a0 : 000 * . 200 X . 100
X . £ X 050 . 200 . a0 . 000 . . 0.00 x 0 100
X s %5 X 050 * 000 X 010 * 000 * 200 X s 1.00
X : 5 X 050 * 000 * 000 . 000 . s 000 X : 1.00
X s 5 X 050 * 000 * 000 * €00 . . 000 X . 100
X * ¢ X 050 . 000 * 000 . 0.00 . * 000 X * 100
x s e x 00 * @00 a0 600 . * 600 X . 108
x * 25 x 050 : % 000 = 200 * s 200 x . 190
x ® s x 0% ) 000 ® 000 s 000 ® * 000 x ® 100
x ® »s x 050 * 200 * 000 s 000 * ® 000 x * 100
X . 35 X () . 800 . 800 . 800 . . 250 X 0 100
x . s X 050 . 000 * 000 . 000 . . 200 x 0 100
X . 3 X () . 200 . 000 . 200 . . 000 X . 100
x . %5 X 60 . 00 . aco . 800 . . 000 X * 1.00
x 0 s x 050 . 200 . 000 1 200 . » 800 x . 100
x 0 s x 050 2 @00 . aco 0 e00 ' . 000 x 0 100
x . s x [ * 000 : 000 . e00 » . 000 x . 100
X ' 8 X 0%0 . 000 ' a0 . 000 . . 000 x 0 100
x . s x 030 . 000 . 000 . 000 . . 000 x . 190
x . *5 X (1) * @00 . a0 . 000 . . () x . 1.00

200

=

Right-click on the E Shift Prem Elig column.

% Prem Rate & | E Shift Elig s | Whknt

Change Drilldown
100

100
1.00
100
1.00
100
100
1.00
100

0.0(
0.0(

Broadcast and Export * | Conditions

ariable Screen
Propertiez » # 0.0(

0.
0.
0.
0.
0.
0.0(
0.
0.
0.

Exceptions L4
Sort E Shift Prem Elig  »

0.00
0.00
0.00
0.00
100 0.00
1.00 0.00

1.00 # 0.00
2. Click on Filter > Select Filter Value.

#*  # H H W B = O O

R R R T R I I A
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GUUSEYSUS | 1echnology Support Anaryst A5AUNHNIIDT DUGS 41068 CUMMINGS, Juy =11

2 BEx Web -- Webpage Dialog

Select values for E Shift Prem Elig (OHRPOSITION__ZZEVEN_EL)
Show tool |Single valuez || Show view: [All ||
All Selections
Maximum | 1000 || Refresh | Type Description
E Zhift Prem Elig =
N
#
:«ch
Add b
vzt
Enter a walue for E Shift Prem Elig:
3. Click on the | next to the value “X” to select only the positions that are eligible.

4. Click the [2dd  »] button.
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Bl Reporting Job Aid
tion EI.igibiIity Settings

| 2 BEx Web -- Webhpage Dialog
Select values for E Shift Prem Elig (OHRPOSITION__ZZEVEN_EL)

Show tool: |Single values |w| Show view: (Al |+
Maximum {1000 || Refresh | Type Description
E Shift Prem Eig 5 = X
N
k #
1 X
Add >
|1 Remove |
t
Enter a value for E Shift Prem Elig: I
5. Click OK.

NOTE: If the item to be filtered on is not located in the right-hand column, it will not be
filtered.
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BOUSJ: Position ERgiNTy Settngs

Display As [ Tese [=] [esoemance [ Print viersion || Expent b0 Excel

~ Coumns
= Caedar Vemflionth | Busness aiea s Orgus Foston S Pults 1508 Posti S | Emcicyes &
- Koy Figures

Emgiyes Subgroun § Vo Schedule Rule S Wierng W

Cormeten 20808412 | COR 50 DE2 P DR AT B0 Teninng leals  SODSEATT Techrian 1METS! | ADCOCK LYNNE | BOSSEESS | DOSOOSOIONNT | 14TSETY | DonnsMae Oas | FTSFLSAOT Perm | DOTNGSON or | wh-

e Cveeal Resut

* NS Prem Rale
* Esniniren iy
« & £nifi Prem fnae

Now the report only shows a position that is eligible for evening shift premium.

Emer Setnay

Ealerds: Ve Mont
OTPayest Pd % HolBiG®  Holbmed Payoul 3 | HolPayoul P S | Hol Prem Elg & | Helidiy Prem Rale & L 2 | NS PremRaie® E =t S Wisd Shift PremEly S | Wind Shilt Frem Aate® | On Calle® | OnCallCosw Acer s OnCalfale®  CalBackEl® | Cal Back Accr s

= x . 85 A 050 ' 008 X o ] oo ' . L] = '

This same technique can be used to filter the values for other columns on the report.

To go back one step

Fitter Settings

1ol Payout Pd % | Hol PremElig = | Holiday Prem Rate % | NS Prer :h|. }  Back One Navigation Step G CEMN TG BT
Change Drilldown ¥ | Backto Start

Broadcast and Export » [ & 010

365 X 0.50 #

Properties 3

Exceptions »

1. Right-click within the light blue portion of the report (not the dark blue area).

2. Click on Back > Back One Navigation Step. This will cause the report to revert back to
how it looked before the filter was set.
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80083: Position Eligibisty Settings.

Display As | Taoe |w] [ nformaton |[ Free Versen [ Expont tn Excer|
Cotomrs -
o Calendar Yearatonm  Dusniess e Orpumd Poacn s PMIS 15Dt P | Emvioyee y $ ¢ $ 4
* Key Fgurea.

s Corrncton 20002408 | COR SODS2 PRIDR AS. 80058063 Busdged A | 12E01s | TRUEN | 6005a08T | 000030010022 | 899609 | James B Besnott FTMALSAOT Rerm | DOINIOM
= Donlsaos amve £0055090 | Teennokogy Support Analyst 5000000001008 | 412341 | MOULD, WLLAM 60055068 | 00DOSCOT000S | 1276015 | N Wayne True. FTSFLSADT Perm | DOZNTO_F
* OrgUnt 60056905 Technology Support Analyst 454000000010083 841563 CUNMNGS, JUDY 6ODSE368 000000010005 1276015 | N Wayme True FT SFLSAQT Peem. DO2NI0_M
« Posten o0eaa0r 144185 | PRICE CHARLOTTE 60055068 | 000000010005 | 1276015 | N Wayee True FTNSLSAOT Perm | DOINDBGN
* PMIS 15-Oig Postl 20006412  COR SO DS2 PRIDR AS BO Traming Instr 60056877 Technican 1245791 ADCOCK, LYNKE B0DSEE83  000000C10037 1475872  Donna Mee Gas FTSFLSAOT Perm  DONOSGN
© Eaployes 60056670 | Correcton Traneg Soacaiatt | 454000000010024 1072248 | DENTON, MARTHA 6OV55088 | 000000010037 | 1475872 | Dsnna Mes Gaa FTNSLSAOT Peem | DOZN10_F
SEPPIeS s £0046888  Coracton Trameg hstructor || 454000000010037 1476872 GAA, DONNA £0082526 | 000DI0010112 £20233  Brenda F Smtn FTNSLSAOT Feem D010
UETRERN G 056007 | Correcton Traieg Speceisty | 4S4000000010047 | 1412587 | BRYAN, LARRY | 60056080 | 000000010037 1475072 | Denns Mae Gas FTNALSAOT Perm | DO2N10_F
:mw 0026001 | Comection Traneg Specaist] | 4S4000000010083 | 433244 | GARLAND, SHAWN 60044288 00D06C010037 1476672  Doana Mae Gas FTNSLSAOT Perm | DOINOBGN
EORH ',. 0072261 | Comecton Tramg Soecelatl | 454006005030 | 1260415 | WLLANSON KILLY GO956300  0ODIGO010307 | 1475072 | Oonna Mas Gas FTNFLSAOT Ferm | DO2M10_F
« Working Wesk 20006413 | COR 50 052 PRIOR AS B0 AS ecosesre | v | SOT01S | MOCUTTMARLENE | 60056880 | 000000010038 700407 | Syt E Croech | FTSALSAOTPwm | DONIOF
« £E Tee Mgt Status wosesey TOMOT | CREECH, STLVA 0056925 | GOOKROOI0NE | 620233  brenda F Sekn FINSLSAOT Perm | DOZNI0_F
+ Personsel Subares 0084433 | Accountng Techaicas | 454013000013008 1278170 | MORRELL BENJAMN 60058380 | 000300010038 700407 | Syhia € Creech FTSFLSAOT Perm | DO2NIO_M

- 0Tlg 20008420 | COR SO 032 PRIDR AS BO AS ACciy Tech | 60056919 | Accountnsg Techacn V. 454000000010083 | 884207 YARBROUGH, BARBARA | 60054889 | 000000010038 | 700407  Syh € Creech FTSFLSAOT Peem | DOINOBGN

Now the report is back to the way it looked prior to applying the filter.

0003: Position Ciigibiity Settings
‘able w| | informason || Print Version EXE 10 Excel

¥ Coumns
« Calonsar YoarMlestn  Busmessareal  OrgUmt s Poston & PUIS 15-Digt Posli 5 Employee 5 | Employee Name 5 s = Employee Satgroup 5 | Woek S¢
,,::M Comecton | 20008408 | COR 50 D52 PRIDR AS " sooseass | 5 1mEme | TRUEN 8086967 | 000000010002 | 899609 | James 8 Bemnen | FNFLSAOTRem  DaN10
< Bawiase ane GO0S6S0 | Technokgy SusportAneyst | 4SAO0IGO0I0030 | 41041 | MOULD, WALWM 0056060 | 000000910005 | 1276015 | N Wayne True FISFLSAOT Peem | DOGNIO,
* Orgunt 80058505 Technobgy Support Anslyst 4540000200 10083 B41%es CUNMNGS, JUDY BO0SB388 000000010005 | 1278015 | N Wayne True FT S-FLSADT Perm DO2N10,
« Fostin | 60024437 | Correctonal Panner § | 4540110001004 | 144155 | PRCE,CHARLOTTE | 64056060 | 000000016005 | 1276015 | N Wayne Trve | FTirLsAOTRem | DOTNOD
= PMIS 15-Digk Posli 20008412 | COR SO 0S2 PRIDI AS 8O Traning hstr 80056877 g Tectncan a 1245781 ADCOCK LYNNE BO0SEBSE | 000000010037 | 1475872 | Donna Mae Gaa FTSFLSAQT Perm  DOINOS
* Lrpiayee BO0SESTE  Comection Trainng Spocinist § 454000000010024 1072242 | DENTON, MARTHA 0056238 | 000000010037 | 1475872  Dosas Mae Gaa | FTN-FLSAOT Perm  DO2N10,
e ew, GO0SGE | Cormecton Tramng Matnuctord | 454000000010037 | 147072 | GAA, DONNA | pooseszs | 000000010116 | 620233 | Brenda F Smen FTRFLSAOT Fem  DOZNIO,
S foweo 80056297 Corection Training Specilist] | 4S4000000010047 1412587  BRVAMN, LARRY | 60058338 | 000000010037 | 1475872 | Donma Mae Gaa | FTN-FLSAOTPerm  DO2NID,
L. 60054501 | Comection Tramng Specalatd | 4500000010053 | 43244 | GARLAND, SMAWN | 63085888 00000001037 | 1475872 | Donea Mae Gan | FrwALSAOTRom | DtNOY
TSI | 6007381 | correction [ 1268415 KELLY | 62056000 | 000000010037 | 1475072 | Donns e Gea | FTeLsaoTrem | coznto
o Weckg Wouk 20006413 | COR SO DS2PRIDR AS BO AS 80058874 v SETOIS | HOCUTT, MARLENE 80056289 | 000000010038 | 700407 | Sybva E Creech FTSFLSAOT Perm  DOINIO,
- BE Time Mingt Status so0ssaze 00407 | CREECH, SYLViA £002692 | 000000010118 | £20233 | Brendn F Sman FTIFLSAOT Perm | DO2N10,
« Perscinel Subarea 6006436 | Accountieg Technician 1 | 450013000013008 | 1276170 | HORRELL BLNANN | 60056009 | 000000910038 | 700407 | Sywa € Creech FTSFLSAOTPem  CORN1D
- ore 20008420 | COR SO DS2 PRIDRAS BO AS Acclg Tech | 80058918 | Accountivg Techrician IV 507 BARBARA | 60056830 | 000000010038 | 700407 | Sylia E Croech FTSFLSAOTPerm  DOTNOB
* OT inmed Payout 60054362 1677382 | MUNTER, BETHANY 62045019 | 000000010093 | 264207 | Barbara Michels Yarbrough | FT S-FLSAOT frob | DOTNOS.
* OF Payoud B 20006421 | COR'S0 052 PRIDR A5 60 00523 s 1 | 0109 | 709130 | ROGERTS, LUANN 60056925 | 000000010118 | 620230 | Brenda F Smeh | FTNrLSAOTPem | DoZ10
Riyeid 80058525 | Business Officer 1 454000020010118 | 620233 | SWIT. BRENDA 80056868 | 000000010005 | 1278015 | N¥Wayne True FTNFLSAQTPam  DGZNID,
':z':’m 0056422 | Otfien Assiatant V | 454030100030076 | 100207 | JOMNSON, AN 60086925 | 000000010118 | 620233 | Brendn F Smtn | FTEFLSaOTRem  DOINGS
« erpremElg 60072829 400560 MLAD, NARY 0056925 | 000000010138 | 620233 | Brenda F Smen FT SFLSAOT Perm DO2N10,
sy v 20007458 | COR SO 052 PRIDR AS Tech Supy Anaye! | BOOSASSE | Technobogy Supporl Ansyel | 4S4000200010048 | 478275 | KR, TROV | 82004588 | 01500001031 | MTEI0 | Scot File o | FTSASAOTSem | DotHOS
- s Prem e 6006629 Technokgy Suspom Anevat | 4S400000010040 | (314536 WURSHY, MKHAEL £3084586 | 012000012031 | £47630 | Scom Eaan Plerce FTEFLEAOTRem  DOZN1D
+ 5 Prem Rate G00G4S06 | Technokgy SepgorAnslst | ASADISON0IS0N | GA7EI | PERCE, SCOTT 66056060 | 000000910006 | 1270015 | N Wayne True FTNFLSAOT Perm | 02INOD
- Eonin Prem ey Ovorad Resut
« L5 Frem Rate
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Bl Reporting Job Aid
Position Eligibility Settings

Additional Filtering Options

Last Data Update: 06/05/2008 16:05:49
Last Refreshed  08/16/2008 23.02:58

Eiter Seffings
dule Rules | Working Week 5 EE Time Mngt. Status 5 Personnel Subarea 5 OTEigs | OTImmed Payout= | OTPayoutPd% | HolEligs | Hollmmed Payouts | HolPayoutPd = | HolPremEligs | Holiday PremRate 5 | NS Prem Elig =
07 | Wk - Sun (mdnt) - Sat | 1 - Positive Time Recording = 4201/NC01 | 7day Morm X # 365 X # 385 X 0.50 #
07 Wk - Sun (mdnt) - Sat Positive Time Recording = 4201/NC01 | 7day Norm X # 30 X # 365 X 0.50 #
07 | Wk - Sun (mdnt) - Sat | 1 - Positive Time Recording = 4201/NC01 | 7day Norm X # 30 X # 365 X 050 #
07 | Wk - Sun (mdnt) - Sat | 1 - Positive Time Recording = 4201/NC01 | 7day Norm X # 365 X # 365 X 050 #
07 | Wk - Sun (mdnt) - Sat | 1 - Positive Time Recording = 4201/NC01 | 7day Norm X # 30 X # 365 X 050 #
07 | Wk - Sun (mdnt) - Sat | 1 - Positive Time Recording = 4201/NC01 | 7day Norm X # 365 X # 365 X 050 #
07 | Wk - Sun (mdnt) - Sat | 1 - Positive Time Recording = 4201/NC01 | 7day Norm = X # 365 X # 365 X 050 #
07 | Wk - Sun (mdnt) - Sat | 1 - Positive Time Recording = 4201/NC01 | 7day Morm X # 365 X # 385 X 0.50 #
07 | Wk - Sun (mdnt) - Sat | 1 - Positive Time Recording = 4201/NC01 | 7day Morm X # 365 X # 385 X 0.50 #
07 | Wk - Sun (mdnt) - Sat | 1 - Positive Time Recording = 4201/NC01 | 7day Morm X # 365 X # 385 X 0.50 #
07 | Wk - Sun (mdnt) - Sat | 1 - Positive Time Recording = 4201/NC01 | 7day Morm X # 30 X # 385 X 0.50 #
07 Wk -Sun (mdnt) - Sat | 1 - Positive Time Recording = 4201/NC01 | 7day Morm X # 365 X # 365 X 0.50 #
07 Wk - Sun (mdnt) - Sat | 1 - Positive Time Recording = 4201/NC01 | 7day Norm X # 30 X # 365 X 0.50 #
07 | Wk - Sun (mdnt) - Sat | 1 - Positive Time Recording = 4201/NC01 | 7day Norm X # 30 X # 365 X 050 #
07 | Wk - Sun (mdnt) - Sat | 1 - Positive Time Recording = 4201/NC01 | 7day Norm X # 30 X # 365 X 050 #
07 | Wk - Sun (mdnt) - Sat | 1 - Positive Time Recording = 4201/NC01 | 7day Norm X # 365 X # 365 X 050 #
07 | Wk - Sun (mdnt) - Sat | 1 - Positive Time Recording = 4201/NC01 | 7day Norm = X # 365 X # 365 X 050 #
07 Wk - Sun (mdnt) - Sat | 1 - Positive Time Recording = 4201/NC01 | 7day Norm = X # 30 X # 385 X 050 #
07 | Wk - Sun (mdnt) - Sat | 1 - Positive Time Recording = 4201/NC01 | 7day Morm X # 30 X # 385 X 0.50 #
07 | Wk - Sun (mdnt) - Sat | 1 - Positive Time Recording = 4201/NC01 | 7day Morm X # 30 X # 385 X 0.50 #
07 | Wk - Sun (mdnt) - Sat | 1 - Positive Time Recording = 4201/NC01 | 7day Morm X # 30 X # 385 X 0.50 #
07 | Wk - Sun (mdnt) - Sat | 1 - Positive Time Recording | 4201/NC01 | Tday Norm | X # 385 X # 385 X 050 #

1. Click on the Filter link at the top of screen (Scroll over to the right if you do not see it).

June 17, 2008 Page 1 of 16



Bl Reporting Job Aid
Position Eligibility Settings

BO0&3: Position Eligibility Settings

Display As |Table |V| | Information || Print Wersion || Export to Excel ‘

To adjust fitter area, drag characteristics from navigation area into fiter area

Addl. Center Ref.: [Show All Values [+ Business area: [Show Al Values || Calendar v : ,mm

Call Back Acer: [Show All Values [+ Call Back Elig: [Show All'values =]  Country: [Show Al Values ||

E Shift Prem Elig: [Show All Values [+ E Shift Prem Rate: [Show All'values |[w|  EE Time Mngt. Status:  |Show Al Vales ||

Emergency Position: |Show Al Values || Employee Group:  [Show AllValues [~ Employes Name: [Show All Values =]

Employes Subgroup: : Employee: Essential Position: :

Funding Source: : Hol Elig: ﬂ Hol Immed Payout: ﬂ

Hol Payout Pd: : Hol Prem Elig: ﬂ Holiday Prem Rate: ﬂ

Job Branch: : Job Country: ﬂ Job ESG CAP: ﬂ

Job Famity: : Job Pay Area: ﬂ Job Pay Group: ﬂ

Job Pay Level Show All Values || Job Pay Type [Show AllValues [=|  Job |Show AllValues ||

Key Figures: [Show AllValies  [»]  Key Position: [Show AllValues [«| NS Prem Elig: [Show All Values ||

NS Prem Rate: [Show All Values || OT Elig: [Show All'values [w|  OT Immed Payout: |Show Al Values ||

OT Payout Pd: [Show All Values || On Call Comp Accr:  [Show AllValues [«|  On Call Elig |Show Al Values ||

On Call Rate: [Show All Values || Org Unit: [Show All'values =]  PMIS 15-Digit Posit:  [Show Al Vales ||

Personnel Subarea: | Show All Values || Pos City: [Show Al Values || Pos Country: [Show Al Values ||

Pos County: Show All Values [~ Pos ESG CAP [Show All Values [=]  Postion Chief: [Show All Values =]

Position Pay Area: [Show All Values [+ Position Pay Group: [Show Al Values || Position Pay Level: [Show Al Values ||

Posttion Pay Type:  |Show All Values [+ | Position Vacant: |Show AllValues [=|  Postion: 52000000 - £4899998 |~ |

SOC Code: Show All Values || State: [Show Allvaues [=]  Supsrvising Employee: [Show All Vaies |~

‘Supervising Position: : Walid From: alid To: ﬂ

Wknd Shift Prem Elig: | Show All Values || Wknd Shift Prem Rate: Work Schedule Rule: | Show Al Values ||

Working Week: :

[ Variable Screen || Display Al Fiter Values |

¥ Columns
. Calendar YearfMonth | Businessarsa® | OrgUnit% Position % PMIS 15-Digit Positis | Employee % = Employee Name %
= Key Figures
= ET Correction 20006406 COR S0 DSZ PRIDIR AS 60056868 = Budget Analyst Il 454000000010005 1276015 TRUE, N
+ Businese area 60055890 | Technology Support Analyst 454000000010039 | 413941 MOULD, WILLIAN
= Org Unit 80056905 | Technology Support Anatyst 454000000010083 841568 CUMMINGS, JUDY
* Position 60064407 | Correctional Planner Il 454011000011004 1441858 PRICE, CHARLOTTE
* PMIS 15-Digit Positi 20006412 | COR 50 D32 PRIDR AS BO Training Instr | 60056877 | Information Processing Technician = 454000000010023 | 1245791 ADCOCK, LYNNE
* Employes 80056878 | Correction Training Specialist Il 454000000010024 1072248 DENTON, MARTHA
0 Name. S— _ P— B P —
4l I

Additional options for filtering the report are now available. Note that the values on which you
may filter are based on the values shown on the existing report.

June 17, 2008 Page 1 of 16
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Position Eligibility Settings

Personnel Subarea: | Show AllValues ||

Pos County: |5h|:n.-.' AllValues |v|

Po=ition Pay Area: |Shuw All'Values |v|

Position Pay Type: | Show All Values ||

S0C Code: [Show All'Valuez ||

Supervizing Position: |5h|:n.-.' AllValues |v|

Wknd Shift Prem Elig: | Show All Values ||

Working Week: |Show Al Valuez |+|

| Closze || “ariable Screen || Dizplay All Fitter Values |

2. Click the Close button to hide the filter screen or click VVariable Screen to keep your
filter settings and go back and choose another Org Unit (or other selection criteria on the
Variable Screen).

Key Bl Points to Remember:
* Do not use the Back button on the browser to go back. (Instead use “Back One
Navigation Step”.)
* Bl Reports sort from the left to right.
* Columns can be removed by dragging up and dropping in the dark blue area.

APPENDIX

The description of each field on the report is as follows:

Business area Agency

Org Unit Organizational Unit

Position Position number and Title

PMIS 15-digit Position PMIS Position number

Employee Employee Personnel Number

Employee Name Employee Last and First name

Supervising Position Position number of supervisor

Supervising Employee Personnel number and name of Supervisor

Employee Subgroup Employee subgroup of the employee (for FLSA
determination purposes)

Work Schedule Rule Schedule that defines a repeating cycle of work
days and their planned hours

Working Week Overtime period
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Bl Reporting Job Aid
Position Eligibility Settings

EE Time Mngt Status

Designates employee as Positive or Negative for
time reporting

Personnel Subarea

Determines which holiday calendar applies to
employee

OT Elig

Overtime eligibility flag — X = eligible, # = not
eligible If eligible, one of the next two fields
should be populated

OT Immed Payout

X = payout OT immediately, # = accrue OT Comp

OT Payout Pd

Number of days to age OT Comp before paying out

Hol Elig

Holiday Comp eligibility flag — X = eligible, # =
not eligible If eligible, one of the next two fields
should be populated

Hol Immed Payout

X = payout Holiday Comp immediately, # = accrue
Holiday Comp Holiday Comp

Hol Payout Pd

Number of days to age Holiday Comp Comp
before paying out

Hol Prem Elig

All employees are eligible, even without this
setting

Holiday Prem Rate

Holiday premium rate, if different from 10%

NS Prem Elig

Night Shift Premium eligibility flag — X = eligible,
# = not eligible

NS Prem Rate

Percentage representing Night Shift Premium rate

E Shift Prem Elig

Evening Shift Premium eligibility flag — X =
eligible, # = not eligible

E Shift Prem Rate

Percentage representing Evening Shift Premium
rate

Wknd Shift Prem Elig

Weekend Shift Premium eligibility flag — X =
eligible, # = not eligible

Wknd Shift Prem Rate

Percentage representing Weekend Shift Premium
rate

On Call Elig

On-Call eligibility flag — X = eligible, # = not
eligible

On Call Comp Accr

On-Call Comp Accrual flag — X = indication that
On-Call compensation will be accrued as On-Call
Comp Leave; # = immediate pay for On-Call
compensation

On Call Rate

Hourly rate at which On-Call time is to be paid

Call Back Elig

Callback eligibility flag — X = eligible, # = not
eligible
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Call Back Accr

Callback Accrual flag — X = indication that
Callback compensation will be accrued as OT
Comp Leave; # = immediate pay for Callback
compensation

Gap Hours Eligibility

Gap Hours eligibility flag — X = eligible, # = not
eligible

Gap Hours Payout Paid

Number of days to age Gap Hours Comp before
paying out

Number of Positions

Dynamic position count — will always be “1”
unless the position detail is removed
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